DOCUNENT RESUME

ED 137 591 CE 010 639
TITLE Job Placement Handbook.
INSTITUTION Los Angeles Unified School District, Calif. Div. of

Career and Continuing Education.
SPONS AGENCY California State Dept. of Education, Sacramento.
Manpower BEducation Unit.

PUB DATE {76)

NOTE 45p.

EDRS PRICE MF-$0.83 HC-$2.06 Plus Postage.

DESCRIPTORS Administrator Guides; Advisory Cosmittees; Counselor

Role; Guidance Personnel; *Guidelines: Instructor
Coordinators; Job Analysis; Job Development; ¥Job
Placement; Program Coordination; Records (Foras);
School Community Relationship; Secondary Education;
Staff Role; *Student Placement; Vocational Education;
Work Experience Programs

IDENTIFIERS California; California (Los Angeles)

ABSTRACT

Designed to serve as a guide for job placement
personnel, this handbook is written from the point of view of a
school or job preparation facility, based on methodology applicuble
to the placement function in any setting. Pactors identified as
critical to a successful placement operation are utilization of a
systems approach, establishment of measurable goals and objectives,
designation of a coordinator of placement, and delineation of staff
functions. Topics included in the discussion of personnel engaged in
the placement process are the typical duties of a coordinator of
placement and the role of advisory committees. A sample advisory
committee agenda, letters of invitation, and list of questions for
comnittee members are included. Records utilized in the placement
process are discussed and a possible format is presented for a job
index card file. Guidelines are provided for the call, visit, and
letter to employers. Suggesticns are made for publicity activities
and alternate routes to job development., The following factors
involved in successful placement are discussed: Good job development,
rapport with the employer, accurate and thorough assessment of the
job and the client (student), preparation of employer and client,
provision of service to the employer and client, followup, and
achievement of results. The appendix contains job descriptions and
other occnpational information for a sampling of placement-related
positions in the Los Angeles Unified School District. (TA)
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FOREWORD

This handbook s designed to serve as a guide to effective
and efficient job placement performance. It shoula be noted
that while it is written from the point of view of a schooi or
job preparation facility, the methodology is applicable to the
placement function regardless of the setting.

The material was developed and prepared under the auspices
of the Manpower Program Development Office of the Division
of Career and Continuing Education, Los Angeles Unified
School District. Headed by Frank Castine, Director of Man-
power Program Development, the project staff members were
Eugene Bostic, Theresa Kelley, Margaret Sturdy, and Alvan
Topalian.

Funding for this project was provided through the California
State Department of Education/Manpower Education Unit.
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Career Education Goals
of the Los Angeles
Unified School District

POSITION STATEMENT ON CAREER EDUCATION

WE BELIEVE THAT IT SHOULD BE THE POLICY OF OUR SCHOOL
DISTRICT TO PROVIDE CAREER EDUCATION FOR ALL YOUTH AND
ADULTSOF THE DISTRICT TO THE END THAT .. ..

.NO STUDENT DROPS OUT OF SCHOOL WHO IS NOT PREPARED
TO ENTER THE WORLD OF WORK

.NO STUDENT GRADUATES WHO DOES NOT HAVE SALABLE
SKILLS FOR PRODUCTIVE WORK OR COLLEGE EDUCATION

....NO ADULT IS DENIED AN EDUCATIONAL OPPORTUNITY TO
BECOME PROPERLY EMPLOYABLE*

This policy adopted by the Los Angeles Unified School District Board of Education
evidences the commitment on the part of this district to prepare each student to enter
and be successful 1n the job market To achieve this goal, a variety of programs are
otfered to meet the diverse needs of the student population

At the secondary level, over 74,000 students are enrolled in vocational programs in the
high school Over 11,000 students take part 1n the work experience program, which
consists of students spending 10 to 40 hours per week at job locations in private industry
and other locations within the community while receiving job-related instruction,
Additionally, the Regional Occupational Centers serve over 10,000 secondary students.

In the course of a year, over 40,000 adults take part in job preparation programs in the
Regional Occupational Centers and Community Adult Schools. Currently, over 2,000
adults per year participate in full ime job training programs in the Skills Center Programs,

The Skills Centers, which are administered by the Manpower Program Development office,
began operation in 1966 and have pioneered many programs and methods for adult skills
training. To meet the special needs of adults seeking job training and preparation, the
open entry/open exit plan originated to enable students to enroll throughout the year and
to leave as they become joh ready Additionally, programs were based on occupational
family ctusters thereby providing the flexibility to accommodate students training for a
variety of related occupations or changing from one arcupation to another

Since their inception, Skills Centers nave been charged with ensuring that 80% of those
enrolling successfully complete then traiming and that 8 & are placed in unsubsidized
employment, These mandates have necessitated the development of strong counseling
and job placement components. Experience gained in these programs as well as from the
varied backgrounds of staff members provided the basis for the preparation of the follow-
ing handbook.

*ADOPTED BY THE BOARD OF EDUCATION, LOS ANGELES UNIFIED SCHOOL DISTRICT
ON THURSDAY, OCTOBER 28 1971 4
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PLACEMENT
— THE CRITICAL LINK

The need for job placement specialists and an improved training-to-employment
delivery system has become increasingly apparent in recent years. A difficult
labor market and ~larming unemployment rates, particularly among youth and
minorities, challenge the educational system and call for enlarging and improving
job preparation programs. These factors as well as a growing demand for
program accountability have combined to focus attention on the placement
process as a separate and essential function, requiring personnel with specialized
skills and knowledge in this area.

ESTABLISHING A
CLIMATE FOR SUCCESS

Three factors have been identified as critical to a successful placement operation.

Utilization of a systems approach which includes a commitment on the part of
affected staff members to participate in the process.

With this approach, the program thrust centers on the system as a whe le rather
than the sub-systems of individual units or activities of job development, counsel-
ing, etc. In order to achieve a major benefit of the systems approach—the syner-
gist effect—interaction and cooperation among the various staff members in-
volved 1n any phase of the placement process are mandated.

Establishment of measurable goals and objectives is inherent to the systems
approach and these performance standards become the basis for planning
developing and modifying operational procedures, and conducting reviews and
evaluations.

The aim 15 to have all staff members clearly understand and be committed to
overall goals, 1n this case in respect to placement, and their respc.isibility in
achieving these goals. Understanding of the organizational goals and partici-
pation in the planning process tend to foster stronger commitment to achievement
of these goals. This method forms a basis for evaluation by self, as well as by
administration, and facilitates the taking of corrective measures.

Designation of a Coordinator of Placement and delineation of staff functions.

It should be noted that designating a coordinator does not relieve the rest of the
staff of participating in the placement process. In fact, there should be consider-
able overlap of duties with a sizeable portion of the coordinator’s job being to
channel and coord.nate the blacement activities generated by other staff members.
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PLACEMENT RELATED
DUTIES OF
OTHER STAFF MEMBERS

To support the systems concept, placement related duties must be delineated
and assigned to other staff members. Those chiefly involved in achieving
success of the placement effort are administrators and teachers. Some of the
typical duties performed in support of the placement function are identified
for each category

Placement Related Duties of Administrators

Supports the placement function by assigning sufficient staff, providing
support staff and supplies, and demonstrating administrative commitment

Provides retease time for public relations efforts by staff
Initiates and promotes contacts with potential employers
Participates in community groups and functions
Engages in public relation effcrts

Participates in organizing advisory committees

Supports auvisory committees and seeks to implement recommendations as
appropriate

Provides leadership and support for community/employment events sponsored
by the organ:zation

Promotes support for the program among other administrators and the community

Placement Related Duties of Teachers

Initates and promotes contacts with potential employers

Participates in trade, professional, and other organizations

Provides instruction in interviewsng methods, job and salary prospects, employee/
employer rights and responsibilities, and other employment related matters

Provides information about job openings and potential emplgyers to the Coor-
dinator of Placement

Cooperates with placement staff in achieving placement goals
Assists with and participates in appropriate trade advisory committee meetings
Participates in events sponsored by the organization to promote its goals

Conducts follow-up activities and makes recommendations for program impro vement

6
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TYPICAL DUTIES

OF A COORDINATOR
OF PLACEMENT

Identifying and assigning necessary duties is a first step in implementing a
placement service. Because of their interdependency, job development is
considered herein to be part of the placement function. While assignment of
duties may vary according to funding and program size and purpose, the
following list presents those duties typically associated with this function.

Initiates and promotes contacts with potential employment sources
Provides 1 nformation to a publicity coordinator for preparation and dissemination
Coordinates the development and maintenance of contacts with various news media

Conducts pre-employment and interview preparation workshops for students

Offers individualized and/or group guidance to s.idents concerning employment and
personal adjustment

Conducts workshops for teachers relating to job market conditions, employment
practices, and preparing the student for the interviewing process

Interacts with Instructors on an on-go1ng basis for the purpose of ascertaining student
progress, making program recornmendations, and providing information concerning
requirements for employment

Develops and modifies record keeping and information systems for job development,
placement, and follow-up activities

Collects, maintains, and distribures information regarding job openings, training
opportunities, test dates, and employment opportunities

Appendix A contains job descriptions for a sampling of placement related positions.
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EXTENDED STAFF
Advisory Committees

The Trade Advisory Committee

For each subject area or trade, a commuttee should be established to provide
information and assistance that will enable students to obtain training that
renders them employable. This may be accomplished by providing input
regarding materials, equipment, new methods or techniques, and areas within
the subject field that should be emphasized or for which there is a high
employment demand. Additionally, the Committee shou!d be a resource for
employment opportunities and other needed support.

Composition of the committee should reflect representation from labor and
management from labor unions, professional organizations, and employers.
While these persons form the commuttee, various staff members also shouid
be in attendance, such as the Coordinator of Placement, the supervisor or
coordinator for the subject fiel the local department head, and the subject
area teachers. Other personnel who should be extended invitations include
the site adminmistrator and student representatives.

After establishing the committee, sufficient attendance may be encouraged
by several techmques

Sending tetters of invitation well in advance, with a response tear off
Following through with a telephone call several days before the imeeting
Inviting more representatives than the mmimum number requied

Scheduling the meeting around the noon hour and providing a wincheon
{at no ¢ost 10 the comnuttee)

Ensuiing that the meetings are wetl cun and as baef as possibie
-
Sending a thank you letter and copy of the minutes to those in attendance

Sending the minutes to those not in attendance

A sample agenda letters of invitanon and tome list are included gas o guide

9



Los Angeles City Unified School District

MaAnPowER PrROGRAM DEVELOPMENT, CENTRAL OFFICE

1125 WEST 6TH STREET, SUITE 321, LOos ANGELEs, CALIFORNIA 90017 WILLIAM 1 IOHNSTON

TELEPHONE (213) 625-6850 Superintendent of
ABRAM FRIEDMAN
Assutent Superiniendent

Divuion of Career end
Continuing Educetion

December 8, 1975 A, W CASTINE
Frogrem chlomm

Employer
Address
City, State

Attention: Name
Title

Dear {Name)

| enjoyed our recent telephone conversation and wan? to thank you for
your support of our plans to form a Trade Advisory Committee.

I am sure that with the involvement of people such as yourself, this
committee will prove to be a valuable tool for establishing a positive
liaison between Skills Centers and the business community.

Enclosed is an agenda for our meeting, a course outline, and a list of
questions about which we are seeking your advice. This list is not
exclusive. Please feel free to comment on any topic you believe
wou'd be vital for inclusion in our program.

The Advisory Committee will meet on December 17, in Room 3 at the
Venice Skills Center which is located at 611 Fifth Avenue in Venice.
A luncheon will be served promptly at 11:30 a.m. prior to the
business meeting. The meeting will close at 2 p.m.

If you have any questions prior to the meeting and would like to
contact me, | can be reached at (number).

We look forward to seeing you on December 17 and are anxious to
hear your suggestions regarding an even better training program.

Cordially,

{(Name)
Coordinator of Placement

Enclosure

10




TO:

FROM :

SUBJECT:

INTER-OFFICE CORRESPONDENCE

Los Axcrres City SchHooLs

Staff members Date December 9, 1975
Name, Title

AUTO TRADE ADVISORY COMMITTEE MEETING

You are invited to participate in the Auto Trade Advisory
meeting to be held on December 17 at 11:30 a.m. 1t will
be held at the Venice Skills Center \n Room 3. This will
be an excellent opportunity to discuss our auto program
and make new contacts with industry

Lunch will be served promptly at 11 30 a.m. prior to the
meeting. To help pay for the lunch we are asking each

Skills Center participant to contribute $2,50,

If you have any questions prior to the meeting, please
contact {(name) 2t (number).

We look forward to seeing you on the 17th.

FWC:pc

11



AGENDA

AUTOMOTIVE TRADE ADVISORY COMMITTEE

December 17, 1976
11:30a.m, -2 p.m.

Vi,

VI,

Vil

Vil

Welcome and Lunch
Introduction of Committee Members and Tour
Skills Center Background
Slide Presentation
Review Automgstive Curriculum
a. Venice Skills Center
b. Watts Skills Center
c. San Pedro-Wilmington Skills Center

Communication — How can we better inform the bhusiness
community of our program and what it offers?

What advice can you give our job-ready trainees to better
compete with other job seekers?

You name i1t

12



AUTOMOTIVE CURRICULUM
DEVELOPMENT

At your convenience, we would like to request your response to the following
questions Your answers will help us in improving our automotive program.
Please feel free at the meeting to comment or these items or on any topic you
believe would be vital for inclusion in this program.

QUESTIONS

1. What specific automotive programs should we offer?

2. Could upgrading programs include any additional areas of training
other than those listed on the enclosed outlines?

3.  Towhat degree of proficiency should students be trained in each area
of automotive instruction?

4. Inwhich area or areas should the emphasis of our automotive training
program be directed?

5. Do you feel the enclosed course schedule is comprehensive enough,
too short, too long?

6. What prerequisites or skills, if any, should there be for entry into this
area of training?

Your comments will be greatly appreciated.

13




Los Angeles City Unified School District s jomron

ABRAM FRIEDMAN

MaNPowER ProcraM DEVELOPMENT, CENTRAL OFFICE Asvistont
Dwiston of Coreer ond
1123 WEST 6TH STREET, SUITE 321, Los ANGELES, CALIFORNIA 90017 Continning £ ducetion
TELEPHONE (213) 625-6850 ERANK W CASTINE
Progrom Development

September 10, 1975

Dear Service Manager:

Central Skills Center's Automotive Mechanics Class, located at 806
South Sunset {n Los Angeles, presently has a number of students
completing training and ready for employment. All ¢f them have
received training in tire changing, wheel balancing, front-end
alignment, brakes and minor repairs. Length of training for each
scudent varies between 18 and 24 weeks depending upon skill level
at the time of entry to the program.

Development of each student's job attitude is also an important

area of consideration in our training program. We stress the
importance of accepting supervision, co-operating with other workers,
carrying out minor supervisory responsibilities and working on pro-
Jects without continual teacher direction. Special emphasis is put

on completing assignments with the greatest amount of accuracy within
a reasonable length of time. The importance of being punctual to work
i{s also stressed. All of these concepts are used in our screening
process to keep out individuals that would be "high risk" ewployees.

We are contacting vour company because we feel our training goals

were developed to meet vour needs. In fact, our shop is designed to
simulate a commercial shop so our trainees are in . business type
environment and can easily make the transition fror. student to employee.

Included with this letter i{s a list of equipment uzced in our training
program. If you care to visit our school, talk with our instrucror or

interview one of our students, please call us at 625-6732.

Sincerely,

Mr. Gene Bostic, Counseior

WF/GB:yb
Enclosure
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THE COMMUNITY
ADVISORY COMMITTEE

Establishment and operaticn of a Community Advisory Committee proceeds
along the same guidelines utilized in forming a Trade Advisory Committee
with the differentiation being that the Community Advisory Committee is
a broader based committee with varied concerns.

The Community Advisory Committee is concerned with the over-all oper-
ation of the school, the service it provides to client and community, and the
liaison between school and community. Committee members should provide
information about the community, resident’s needs, and employment needs;
provide and/or refer employment sources; assist with obtaining supplies,
equipment, and facilities as needed; make recommendations and assist with
program development; and act as liaison with the community.

Prospective members should be aware of the responsibil’ties entaiied and
have the necessary time available to demonstrate their commitrnent to the
success of the program. Selection criteria should ensure that membership on.

this committee possess, as a whole, the following attributes:

Expertise 1n an area relevant to the operation of the school and/or program, such
as facilities planning or acquisition, operations, organizationi! development, cost
control, and public relations

Prominence or influence in the community that may be utilized to accomplish
the program goals This may be in the pohtical, economic, religious, business, or
CIVIC arena

Access to resources for employment opportunities, supphies, and equipment

Liatson with the community

Knowledge of personnel practices and the job market



RECORDS UTILIZED
IN THE

PLACEMENT PROCESS
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JOB DEVELCPMENT
AND
PLACEMENT FILE

The first step in the record keeping process is to develop an employment
source card file, with a separate card for each source. The card file system is
recommended because of the accessibility of information and ease of main-
tenance and reorganization.

While forms may be customized for the individual system, the basic
document should provide adequate data for future users of the system in
that it will portray the nature and results of previous job development
activities. Also, it will provide a basis for the user to pinpoint efforts for
specific clients or types of clients.

The job developer must constaritly up-date the system as further contacts
are made by documenting the results of any kind of contact {mail, phone,
or personal} with the employer whether positive or negative. Entries should

be made regarding interviewers' preferences, interview results and reasons for
these results, and names of hires with the reason for placement. From this
effort will develop a profile of the successful candidate and thus a basis for
determining possible applicants for the employer. In future contacts with
the employer, these notations will provide a reference point when initiating
contact and in making t*.e sales presentation.

Efficiency will be improved by developing a tag or color code system to
identify those sources that have been contacted and those to be contacted
within the next calendar month. A color code system also should identify
especially cooperative employers who can be relied upon to hire people who
are handicapped in seeking employment by physical, mental, legal, or other
limiting qualities. 17



FORMAT FOR JOB INDEX FILE CARD (Front)

. Company name Telephone

Address
Contact person Title

COMPANY DESCRIPTION

Type of business Number of employees
Other

BENEFITS INFORMATION

Employee pard Company pad
Hospitahization

Dental

Life Insurance

Vacation

Sick Leave

Retirement

Profit Sharing

Bonus

Salary Reviews [ ] 30 days { 60 days [ 190 days [ ] 180 days [ 1 Annually

Positions Available Salary Range

18




POSITIUN

(Back)
DESCRIPTION

Contact Date

Response

19




Follow Through Records

A calendar should be maintained in a visible and easily accessible location.
This calendar should reflect the schedule for making general calls and visits
as well as specific requests or leads to call back on a certain date.

Different inks or sections on the calendar should be used to differentiate
between the two types of calls. A brief notation of the company name should
be a sufficient entry.

This calendar also serves as a record of calls made, new contacts attempted
and visits to employers,

Master List

A master listing of job openings is a valuable record to maintain. It provides
a reminder of current and possible employment sources and may be used by
students and shared by statf. To encourage maintenance, each entry should
be brief, including job title and description, pay, location (general), and
company name or code for the use of the Coordinator of Placement.

This calendar should be located in the students’ training area as well as in
the placement office. By posting this list in the training area, the instructors
will be informed regarding the training requirements of available jobs. Like-
wise, the students will be aware of the kinds of positions available at their
skills level. In both instances, the listing can serve as a strong motivating
factor for student and instructor.

20
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... THE CALL ... THE VISIT
... THE LETTER

Employer Orientation

It is important that those personnel involved in the job development and
orientation functions possess good communication skills and the ability to
initiate and develop contacts. .

When initiating contacts for purposes of job development, it is of utmost
importance to orient the prospective employer regarding yourself, the
program, and the type of clients served. The goal is to establish a sound
relationship that will be used as a basis for developing a desirable employment
source.

In addition to introducing the employer to the services available, the caller
(job developer or placement person) must be able to highlight the positive
factors that would be advantageous to the employers in utilizing these
services. Some of the services that could be offered are discussed in a later
section, ""Services To The Employer.” Briefly, these may include assistance
with achieving affirmative action plan compliance and economy of time and
money.

To be successful in thts area, the caller must know his/her own organization,
its operation and clients, as well as becoming knowledgeable about the
employer’'s organization and personnel needs. It is the responsibility of those
engaged in job development and placement to research these areas and use
them in the employer orientation.

The third phase of the orientation process is earning the employer's confi-
dence, which requires establishing and maintaining credibility. Therefore the
presentation, while highlighting the positive characteristics of the service
offered should be realistic and factual and avoid guarantees of those factors
that are not controllable, such as the employees’ performance, attendance,
and stability. Assurances should be contined to matters ralating to the kind
and quality of the training and screening process, the placement staff’s
methods of selecting candidates for job openings, and other such areas within
the scope on control of those involved in placement.

Familiarity with personnel practices and procedures would enable placement
staff to communicate knowledgeably in dealing with organizations with
sophisticated personnel operations. Additionally, staff is thereby in a position
to provide guidance to less sophisticated operations in a manner that is
mutually beneficial.

21



Making the Call or Visit

Certain steps should be taken in the orientation to stimulate the employer’s
interest and commitment

1. ldentify yourself by name, position, and organization
2. Describe your program

3. a. Classes/training offered
b. Length and content of training
¢. Student population
d. Services typically provided
e. Flexibility to offer unique or specialized services

3. Provide references of employers (by permission only) previously
or currently served by the organization. If this is not possible,
emphasis should be placed on the service that will be provided.

4. Discuss the employer’s needs and indicate what can be done to
assist in those areas. Emphasize what you can do for them, not
what they can do for you.

5. Make a realistic presentation—-emphasize the positive—make no
unattainable guarantees.

6. Obtain information about the employer’s organization. Be genuine-
ly interested in their operation. Ask questions and make sugges-
tions that demonstrate your interest in learning the employer’s
operation in order to provide better service.

7. Follow through
Mail descriptive brochure

Follow a call with a visit
Follow a wisit with a call

22
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Community Outreach

Active participation on the part of staff members in various professional and
community groups may serve to enhance the placement process and effect
a stronger liaison with the community. In contributing to these organizations,
staff promotes heightened visibility in a positive manner and remains current
on professional and/or community trends.

By becoming aware of new sources for placement, by developing and further-
ing contacts with group members, staff can appreciably widen the scope of
possible placement sources. Side benefits may be realized by the obtaining of
ideas and approaches for training, advertising, and procedures.

Suggested Groups
Kiwanis Club
Lions Club

# Trade Organizations related to
training efforts

Professional Organizations

Personnel/Industrial Relations
Organizations

* (College, Universjty, and High School
Alumnae Groups

PTA

Unions

Chamber of Commerce

City Beautification Groups

Local Merchants and Business Groups

Scouting Groups

Organizations composed of representatives
from community agencies

23



GETTING THE WORD OUT

Descriptive Material

Publicity in the form of brochures, letters, and magazines should be developed
for use in the following situations:

In response to requests for information

Developing new contacts with employers

As follow thrcugih on calls and visits

To distribute at meetings or as part of a presentation

To present to supporters or would-be suppcrters, such as politicians
and community leaders

To solicit support and/or cooperative endeavors

A magazine featuring innovative programs, success stories, and supporter
recognition stories often receive: a wide distribution thiaugh the ~iforts of
those featured in the articles. The resuitant positive reacognition may aid in
developing support for the program by higher level administrators within the
organization as well as among external sources.

A sampling of several examples of th:s type of matenial s included in Appendix B for
for ifiustration

The Media

Newspapers, particularly the smaller local papers, are excellent publicity
vehicles and will cooperate by covering special events as well as running
feature stories about the program and successful placement. Additional
coverage may be gained by submitting news releases for publication.

Four factors that will enhance success are:
1. Establish a contact on the newspaper
2. Ottain details regarding desired format, deadline dates, photo
requirements, and other pertinent information regarding sub-

mittal of materials.

3. Include favorable mention of local leaders, groups, businesses,
and residents.

4, Ensure that material meets requirements and js timely and
interesting.

Obtaining coverage by radio and television follcws the same principles. Local
stations are often very cooperative in doing features or interviews. Comm:-
unity service aNnounceiments also may be a method of acquiring publicity.

24




Generai Advertising

In addition to advertisements in newspapers and magazines or on television
and radio. advertising on bill boards, bus benches, and public vehicles may be
employed. Because this type of advertising may be very costly, it is often
overlooked.

Presentatio ns

Presentations to groups or at meetings are an effective means to reach the
larger and/or more varted audience. Arrangements may be made by contacting
the program chairperson who often is eager for new program ideas. Group
receptivity is frequently very high for new programs and group projects.

These presentations may be held at the school site and include a tour of the
facihity or the presentation may be taken to the group and an invitation
extended to visit and tour the facility individually or as a group.

A well prepared representative and presentation are essential as they will be
the basis for judging the program. A preview presented to the Advisory

Committee can provide an opportunity for valuable feedback and suggestions
for improvement,



Recognition Events

Ceremonies honoring students, employers, and other supporters are excellent
publicity devices as well as significant in building good will and community
support. A large audience may be reached through coverage by various news
media as well as coverage by employers and groups in their publicity material
and other publications. The range of events may extend widely ard focus on
a groun or on individuals.

A Thank You Luncheon or Dinner for Employers or Supporters
An Open House featuring a brief recognition ceremony
A Student Awards Event at which supporters are recognized

A Thank You Reception for supporters and employers

Special invitees should include representatives from the various news media
and they should be adwised as to the nature and honorees of the event.
Recognition of those attending should be arranged if possible. Politicians,
particularly local ones, civic leaders, and administrators within the organ'-
ization also should receive recognition and special invitations.

During the event, a staff member should be in charge of nwaking notes and
obtaining photos. This material may be used for publicity reasons, for
distribution to participants, and for news releases to any newspaper not in
attendance.

26
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JOB DEVELOPMENT

Sources and Resour ies

In addition to the methods of developing potential employment sources
discussed in other sections, there are a variety of alternative routes to job
development to be considered. Several of the more productive of these
are summarized.

State Employment Development Department. This department or its equiv-
alent may permit placement personnel from the training facility to have
access to their job listings or, in some instances, may actually lend a place-
ment counselor to your facility on a full-or part-time basis. In either case,
the idea may be promoted by stressing the mutual advantage to both
agencies as well as the client.

If neither of these ideas Is feasible, it is advisable to establish a strong rapport
with this department and refer clients to them for placement assistance. One
way of developing this rapport is to take groups of students to EDD and have
an EDD representative explain to the students the procedures an applicant
must follow in order to take advantage of the services offered.

Regulatory Agencies. Such agencies as EEOC and FEPC are excellent sources
for placement leads for minority students. These agencies are able to provide
the names of firms who are not in compliance and who wish to hire more
members of minority groups.

In these matters, corporate cooperation may be obtained more readily by
contacting the foreman or supervisor. In more difficult cases, the regulatory
agency may be called upon for support.

Sub Contractors and Vendors who have business relationships with the train-
ing facility may have employment opportunities for which they would be
willing to consider students from the facility

Referrals from employers, students, and supporters

Information found in newspapers, the yellow pages of the telephone book,
as well as trade journals and professional magazines oftén yields emoloyment
possibilities.

The Student often provides employment sources by obtaining employment
and notifying the Coordinator of Placement of other positions that become
available.

The student’s job history pro.ides potential sources by obtaining as well as a
reason (a reference check) to contact the firm. In checking references, job
development efforts should be accomphished. Additionally, many times the
employer would rehire a former employee if aware of the additional skills
that the person has acquired. The student’s relatives and friends often pro-
vide ideas, referrals, and assistance. When using the student’s job history asa
resource, the process of asking the student if he/she has a preference for
working for certain employers should not be overlooked. Such an activity
involves the student in his/her own job development and provides the job
developer with another re Hurce to contact.

Public Agencies may supply hsts of job openings on a regular and continuing
basis upon being contacted Establishing a stronger liaison is valuable for
obtaining additional information, practice testing arrangements, substitute
assignments for students, and other assistance. 2 7
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Successful Placement

The following are essential factors for successful placement

Good Job Development

Rapport with the Employer

Accurate and thorough assessment of the job and the
Client {(Student)

Preparation of Employer and Client

Provision of service to the Employer and Client

Follow-Up

Achievement of Results

Assuming good job development has occured, the Coordinator of Placement
should ensure coverage of the remaining factors.

Employer Rapport

The placement staff member should ascertain the appropriate contact person
for information and interview referrals. It is beneficial to ascertain if the
contact person is also the hiring agent. |f not, speaking to the hiring agent
may provide information that is equally critical. 1f possible, the placement
staff members should develop a rapport with the potential supervisor. This
provides information about the specific duties and requirements of the job, as
well as information about employee personality characteristics desired by the
supervisor. However, it is important to obtain clearance from the contact
person before speaking to others in the firm. Resolving any incompatabilities
that may appear may be merely a matter of knowing the flow of the inter-
viewing and hiring process or may require additicnal action.

Maintaining a professional approach and completing the remaining steps
should foster the rapport between employer and Coordinator of Placement.

Conducting the Job Assessment

The assessment process includes ascertaining the required and desired char-
acteristics for the prospective employer as well as information about the
employer and the job. Inquiry should cover the following categories. Much
of this information need be obtained only once and noted on the employer’s
file card for future reference.

QUALIFICATIONS

Physical

Men1al

Educational

Skills Level

Work History

Experience Requirement

Emotional or personality related characteristics

No o s wn -



JOB RELATED SPECIFICATIONS

1. Tools/Equipment
2. Car/Truck
3. Uniforms
4. Bonding and Related Requirements
5.  Union Membership
6. Hours/Shift
7. Work/Location
8. Special
GENERAL INFORMATION
1. Pay
2. Raises—Schedule/Method
3. Promotional Opportunities
4. Benefits
5. Overtime and Shift Differential Policy
6. Assessibility to Bus Line

EMPLOYER SELECTION PROCEDURES

Knowledge of the general flow of the hiring/interviewing procedures should
be obtained as well as information regarding the following specifics:

1.  Type of Interview

a. Oral - stress, perfunctory, standard
b. Performance/technical
¢c. A combination

2. Tests

a. Oral

b. Written

c. Performance
3. Physical

a. Tests

b. Examination

c. Evyes

4. Documents Required

a. Application

b. Resume

c. Letter or name and telephone number for

reference checking purposes

Driver’'s License

Social Security Card

Union Card

Armed Services discharge papers or exemption proof
Diplomas, certificates, or transcripts

Alien work permit

30
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Conducting the Client Assessment

Client assessment should include ascertaining the client’s abilities, expect-
ations, and motivations. Factors to be evaluated in the assessment process
include:

Expectations regarding salary, location, and job content

Level of readiness

Physical ability

Educational level

Performance level

Communication skills

Transportation

Basic documents, 1.e., work history records, social security card

Special documents, such as certificates of proof of union membership
10. Motwvation, industry, and reliability

11.  Appearance and presentation

12. Handicaps

13.  Child care arrangements

14, Classroom performance, attendance, and attitude

{This information should be used selectively as there often is a variation
between classroom and on-the-job performance. However, a good record
may be used positively in dealing with the prospective employer).

CENON AW

Assessment of Compatibility

After completing the asseszment process, the Coordinator of Placement faces
the task of matching the job to the above listed tangible characteristics as
well as those intangible factors that are equally critical. Observation of and
meetings with the client prior to the point of interview aid materially in this
phase. Meetings with the employer, as well as visits to the employer’s location,
will aid the Coordinater in becoming aware of the intangible factors that are
pperative in the hiring process.

Preparation for the Interview

The point of the interview preparation process is to remove as many of the
unknowns as possible from the situation and to provide mudels of appropriate
action, both of which contribute to a third reason for preparation—to effect
an increase in the client’s confidence. In addition to the provision of infor-
mation, the Coordinator should make arrangements that allow for interaction
between the client, the Coordinator of Placement, and other involved staff
members. Adequate time should be alloted for reinforcement of the infor-
mation-giving phase.

Ideally this should be an on-going process, included as part of the classroom
activity and augmented by special workshops on the subject. At the actual
point of interview, a review of the highlights of interviewing techniques, a
briefing on the specific company and job, and a verification of necessary
documents would occur. Highlights to be considered in planning for the
preparation process follow. Including a variety of leaders in this process—for
example, teacher, counselor, and industry representatives — broadens the
exposure and makes the experience more meaningful.

31



SELECTED MATERIALS FOR THE
INTERVIEW PREPARATION PROCESS

Sample Job Descriptions

Company newspapers and magazines

Employee handbooks from a variety of employers

Descriptive brochures about the organizations of different employers

Sample applications forms. Arrangements may be made for applications to
complete the actual application in advance

Sample tests. Likewise, arrangements may be made for tests to be
administered in advance on a practice or actual basis

SUGGESTED ACTIVITIES FOR THE PREPARATION PROCESS

Employer representatives may be invited to campus to speak and answer
questions about their companies and the qualities desired in a prospective
employee

Panel discussions or individual speakers presenting interview techniques
Tours to locations of potentiai employers

Job Fairs/Career Days—Occasions where many employers have representation
to provide information and/or conduct interviews

Sessions that include films, demonstrations, and role playing exercises. In
preparation for these and acutal interviews, clients may be provided

Sessions that include films, demonstrations, and role playing exercises. In
preparation for these and actual interviews, clients may be provided with a
guide to interviewing and 1 ls. of questions frequently asked on interviews.
A guide to the type of information to be researched by the client {student)
regarding the interviewing organization also may be provided. Discussion
periods should be alloted to review these points
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Provision of Special Services to Employer

In addition to a resource of qualified applicants, which saves the employer
time and expense, other services provided may include

Applicants who have been screened to meet employer requirements
and who are interested in obtaining employment with the employer

Applicants who will help employers to meet their Affirmative
Action commitments

Provision of assistance and space for on-site interviewing
Administration of tests

Application forms, properly completed, as well as verification of
documents and information contained on the application form.
{These steps may aid the employer, evenn on a preliminary or
unofficial basis)

A pre-arranged interview schedule convenient to the employer
Recognition and/or publicity about supportive employers

Training to employer's needs. This may be a general adaptation of
the program or may be a specifically designed program for a parti-
cular employer’s operation

Services to the Job Seeker May Include:

Source of employment opportunities for which they are qualified
and which they are interested

Employers who are receptive to hiring minorities and females for
those candidates who belong to those groups

Provisions of some or all of the following, which may aid in selec-
ting and securing the appropriate job

Information about the employer

Information about the job

Information about the interview

Applications

Tests

Aid in obtaining or overcoming necessary documents
Appointments for interviews

Receptive employers who are informed about the client
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Follow-up

Follow-up should be considered an integral part of the placement function.
It provides valuable feedback on the ‘“‘whats’’ and ‘whys’’ of success and
failures. This information should be noted on the employer file card and
wherever applicable. Information so obtained may be incorporated in the
placement process.

Follow-up strengthens the employer relationship in that it demonstrates
interest and concern in the employer and enables a framework for taking
action in the future to be constructed from the information obtained in the
follow-up process

Additionally, this procedure creates an opportunity for further exchange
and thereby provides an excellent opportunity for job development efforts.
Follow-up information provides the data base for a management information
system to aid administrators in their decision making- process. Further, it
may aid administrators in bolstering successful aspects of the program by
producing the necessary documentation to substantiate their efforts.

Successful Performance

It is hoped that this booklet has provided a foundation for accomplishing the
goals of the organization and for achieving success in performing those duties
associated with the placement component.
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Time-Line For Implementation of Placement Component

Estabiish Goais and Objectives

Identify, delineate, and assign duties to accomplish these goals
Form Advisory Groups

Become involved in community outreach

Establish a record keeping system for job development

Begin Job Development

Make calls and visits

Disseminate Publicity

Establish a record keeping system for interview,
placement and follow-up

Develop Interview preparation materials/program

Begin Placement
Begin Follow-up
Modify systems




LOS ANGELES UNIFIED SCHOOL DISTRICT
PERSOMMEL DIVISION

CLASS DESCRIPTION
SPECIALIST, WORK-EXPERIENCE EDUCATION

Primary function

Serves {a the Work Experience and Work Permits Office of the Career Education
Services Unit within the Division of Career and Continuing Education; asaists

in aupervising, coordinating, and implementing work experience education programs
sad ewploymsent plscement programs for secondary studenta; coordinatea program
actaivities for the Neighborhood Youth Corps Work Training Project.

Responsibls to
Superviaor, Work Experience Educstion

Subordinatss

Claasified personnel as assigned

. Respousibilities
1.

Acts ss asstatsnt supervisor in the Work Experience and Work Permits offics.

2. Courdinates program activities for the Neighborhood Youth Corps Work Training
Project.

3. Supervises recruitment and assignment of Neighborhood Youth Corps enrollees.

4, Supervisas timekeeping and payroll procedurea for Neighborhood Youth Corpa.

i Prepares wrictten communicstions about operational procedures of the NYC progrem

-aich are. sant to enrollee work locations and to work experience advisera snd
opdinacors,
5 Frenares raports about the NYC program to the United States Department of Labor.
i Jatwcprets and supervises compensation insurance activities for NYC enrollses.
“  won*rib.Tes to the welfare of student enrollees through meetings in lay and
Tiotessional 8roups to provide information sbout the Neighborhood Youth Corps.
Y Fs.orts yoverament agency, or other out-of-school viaitors on visitstion of
Nistrices' NYC program fscilities.

10 Evsiustes the performance of subordinate personnel.

'l Du.1ng periods of personnel shortage or emergency situstion, shall temporarily
verforn any duties, as directed, within the authorization of any credentiala
tuld by che incumbent which are registered with ths Office of the Loa Angeles
Councy Superintendent of Schools and which are a psrt of the clasa description
tequitements in effect 2t the time such duties are perforwed.

10 Performs other duties as assigned.

Qualificaticns

§dusasion
An earned master's degree or advanced degree of at least equivalent standard from
a recogaised college or unfversity.

Expurience
1. Resgquited Five school years of succesaful full-time aervice in a certificated
position(s) {n the District, st least three of which must have been as a taacher.
2. Desjysble
a. Business or industrial education training and sxperience.
b. Experience in the supervision of office ataff.

OCTOR.R 1972 SPECIALIST, WORK-EXPERIENCE EDUCATION 6285
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WOTE: For definitions of years of service, see Procedure Guide B72.

Knowledgas, skills, abilitias, and personal charactariatic

1. Knowledge of the Neighborhood Youth Corps Work Traiming Project and the: laws
and ragulations governing the employment of minora.

2. Undarstanding of the educationsal objectives and tha workings of tha secondary
schools.

3. A sympathatic understanding of and ability to work with studaata in aducationally
disadvantaged areaa.

4. Knowladga of curreat trends in the fielda of vocational education, guidanca,
and counsaling.

5. Skill in suparvising assignment, timekeeping, and payroll procedurea.

6. Fscility in the arts of oral and written expreasion.

7. Claanliness and appropriate personsl appearance and manner.

8. Poise, tact, good judgment, and ability to work effactivaly with District snd
community personnel and students.

Status

Permancnt certificated employee of the Loa Angeles Unified School District.

Credentials

One of the following California credentials or credential combinations authorizing

service at the secondary-adult level must be in force and on fila in tha Offica

of the Los Angeles County Superintendent of Schools while serving in a position

in this class:

1. Standard Administration Credential

2. General Administration Credential

3 Standard Supervision Credential and an appropriate bssic credential authorizing
service i1n the area of this specification

4 CGCeneral Supervision Credential

5. The Supervision Credential and an appropriate basic credential authorizing
service in the area of this specification

t. Secondary School Administration Credential

7. Secondary School Supervision Credential.

Special requirements ",
1. A valid California Driver Licemse.

2. A private automobtle.
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A. Primary function

Serves as head of the Work Experience and Work Permits Office of the Career

Education Services Unit within the Division of Career and Continuing Education;

supervises all the activities of the office including work experience education

prograss and the employment placement program for secondary students.
B. BResponsible to

Director, Career Education Services
C. Subordinates

Specialist, Work-Experience Education

Advisera, Work-Experience Education

Temporary Advigers as assigned

Claasified personnel as assigned

D. Responsibilities

1. Supervises the operation of the Work Experience and Work Permits program,
including the Neighborhood Youth Corps, by planning and coordinating the
performance of duties by the staff, estimating budge® needs, and
controlling the expenditures of the program.

2. Assists in the initiation, development, and modification of work experience
and work permits programs in the secondary schools.

3. Conducts a program of employment placement for students, dropouts, and
graduates.

4. Serves aa the work permit issuing authority for the District.

5. Provides specialized assistance to schools in order that maximum aervice
will be provided to students enrolled in work experience education courses
and to other working students.

t. Collects information and submits required reports to the California State
Department of Education ard to the Director, Career Education Services
Unit concerning the oryanization and nature of the program of work
experience education.

7. Directs and condicts employment and occupational surveys and makea the
results avalilable for use in the educational program.

3. Directs the preparation of materials for the work experience education
couraea.

9. Represents the Career Fducation Services Unit i1n appropriate relationships
with commerc:al, i1ndustrial, and commpunity groups.

10. Develops and conducts staff development and in-serviceeducation programs in
the area of work experience and work permita.
1l. Drects the assignment of studio teacher welfare workers who provide education
and guidance for students who are employed by the entertainment industry.
12. Participates in meetings; serves on committees and attends appropriate
conferences; coordinates activities with those of other supervisors and
with related activities conducted by the District,
13. Bvaluates the performance of subordinate personnel.
OCTOBER 1972 SUPERVISOR. WORK EXPERIENCE EDUCATION o1no
Appendix A
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1L, During periods of personnel shortage or emergency situation, shall temporarily
perform any duties, as directed, within the suthorization of any credentials
held by the incumbent which are registered with the Office of the los Angeles
County Superintendent of Schools and vhich are a part of the class description
requirements in effect at the time such duties are performed.

15. Performs other duties as assigned.

E. Qualifications

Bducation

An earned master's degree or advanced degree of at least equivalent standard from

a recognized college or university.

%rience
east eight school years of successful full-time service in a certificated

position(s) in the District, at least three of which muet have been in the field

of employment placement, vocationsl advisement, and/or work experience advisement.

NOTE: For definitions of years of service, see Procedure Guide B72.

Knovlegel. skills, abilities, and personal characteristics
Knowledge and understanding of the 1avs and regulations reparding work
experience education and the employment of minors.

2. Knowledge of and abildty to work with employers and lsbor organizations.

3. Knowledge of employment placement methods and practices used in secondary
schools, public employment offices, snd youth services agencies.

4. Xnowledge of vocational counseling practices, materials, techniques, and
resources.

5. Knowledge of the relationship of the work experience program to the total
educat ional program.

L. Ability to use survey and other research techniques.

/. PFaciliiy in the arts of oral and written expression.

B. Cleanliness and appropriate personal aPpearance and manner.

9. Poise, tact, good Judyment, and ability to work effectively with District
and community personnel and students.

Status

Permanent certificated employee of the Los Angeles Unified 3chool District.

Credentianls

One of the .ollowing California credentials or credential combinations authorizing

service at trhe secondary-adult level must be in torerc and on tile in the Oft'ice of

the los An,eles Count  OJuperintendent ot Schools while serving in a position in

this class:

1. Standard administration Credential

2. General Administration Credential

3. Standard Supervisior Uredential and an appropriaie basic credential authorizing
service in the area of *mis specification

h. ueneral Supervision Credential

9. The Supervision .redent.ial and an appropriate basic credential authorizing
service in the area of ynhis specification

v. Secondary School Administration Credential

/. Secondary School Supervision Credential.
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A.

10S ANGELES UNIFIED SCHOOL DISTRICT
PERSOINEL DIVISION

CLASS DESCRIPTION
ADVISER, WORK EXPERIENCE EDUCATION

Exisary fupecion

Serves in sn sdvisory capacity for studanta and as lisison batwesn the high schools
and potentisl smployers of students in s specifisd gaographical area of tha District
for tha work experisnce sducstion progran; assiats in ths supervision of the work
experience education program in tha senior and continuation high achoola within tha
specified area.

8. Reseeagibly to
Supervisor, Work Experianca Education
C, Subordinstes

None

(Gives agsistance to work experience coordinators in senior high schoola end teachars

in continuation high schools within & specified geographical srea,)

. Regpensibilicies

1. Apprasises work stations and jobs for which school credit is being requeated.

2., Obsarvaas student workers at places of employment and, using reting scales,
recommenda grades for their work performance; transmits racommended grades
to tha sanior high school work experisnce coordinators and continuation
high achool tsachers in the adviser's area before the and of esch evaluation pariod.

3. Servas as lisison between the enployer and school in the adjustment snd aolution
of studert problems rclating to work experience educstion and employment
placement,

4, Solicits employment openings for students sttending high schoola in ths area,

5, Provides information to students and employers sbout the laws 4nd regulationa
undar which minors sre permitted to work.

5, Makes specisl inveatipations and adjustments in relacion to employment condit ions,
work behavior, and sttendance &t work and school.

/. Assists in the collection, development, and compiiation of vocstional, occupational,
and erployment datas in the field for achool information and use.

5. Assists the sanior high achool work experience coordinstor and continuation high
achool teschers in the operation of work experience educstion &nd employment
placenent programs in the specific high school.

9, Coordinstes ths operation of the Comprehensive Employment end Training Act
{CETA), Title 1 Uork Experience Project within the geogrephic arsa servad
and assists the senior high school work experiencs coordinators and continuation
high school taschers with the operation of CETA responsibilitiaa.

10, At the request of & senior high school sdministrator ot his reprassntetiva,
sccspts invitations to speak to student groups ralating to occupational
employment or othar phase of vocational guidance,

11. Contributes to tha welfere of studenta through participation in mectings of lay
and professionsl groups to provide information sand encourags opportunities for
greatar local employment.

12. Intagrates activiries snd information with other work experiance coordinstoras
and continuation high school teachers sssigned to specified arsss snd othar
personnel in the Work Experience Section.

13, Maintains rslstions with other caeresr educstion personnei in ths Field Service
Center, and in the schools that sre served, to sasure that work axperiancs
sducaticn makes the best possible contribution to the ovarall carssr guidence
and c8reer education of snrolled students.

0445
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14, Makes periodic reports of sctivitiss and sccomplishments,

15. Evalustas tha performanca of subordinate personnel .,

l6. During periode of critical personnel shortage or other smergency situation, shall
temporarily perform any duties, as directed, within the suthorisation of any
credentisla held by the incumbent which are registered with the Offfce of the

Loe Angeles County Superintendent of Schools and which aru a part of the claas

description requirementa in effect at tha time such duties are performed,
17. Performs other duties as anaignad,

E. Qualifigetions
Expsrience
At lesat five school yesrs of succsaeful full-time service in s cartificated poaition(s).

Siguificant personal work experience in busineas or industry comparsbls to at leaat
two years of full-time ewployment,

NOTE: For definitiona of years of service, ses Procedurse Cuide AO,

Knowled [ t a agact

1. Compreheneive knowledge of the senior high achool and continuation high echool
cuzriculum,

2, Understanding of vocstional counseling practices, materisla, techniques, and
resources.

J. Undarstanding of State and local rules and regulstions governing work experiencs
education.

4. Adequate knowledge of federal and State laws and regulations governing the
employment of minors, and general knowledge of how laoor organizations function
in the 2mployment community,

5. BRroad understanding of employment plecement methods, practices, and hiring
procedurea in high achools, public employment officea, and youth aservice
agencies,

6, Facility in oral snd vrittan exprassion.

7. Clesnlineas and sppropriste personal appearance and manner.

8., Poise, tact, good judgment, and ability to work effectively with Dietrict
personnel, commmity persons, and students.

Status
Permanent certiticated employee Of the Los Angeies Unified School Diatrict.

Credentials
A California Genersl Secondary Credentisl, a Standard Teaching Credentisl with a

Specisifzation {n Secondsry Tesc' g, or & Ryan Act single subject teaching credential
must he in force and on file 1n « - Office of the Los Angeles County Superintandent
of Schools.
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B.

C.

D.

LOS ANGELES UNIFIED SCHOOL DISTRICT
PERSONNEL DIVISION

CLASS DESCRIPTION
ADVISER, STUDENT OCCUPATIONAL PLACEMENT

Primary function

Serves In & teacher/guidance capacity to provide advisory service and monjtor
Job plicement activities for students in preparatory vocational education
program: at a regional occupation center (ROC) or for students errolled in
regional occupation prog.ams (ROP); acts as resource person to employees and

a8 a prom:tional, resource, and liaison person to businesses, industries and
public ageicies for job placement activities relating to preparatory vocational
education piograms of a center.

Re nsible te
Princip_eI, or t.'s designate, of a vegional occupational center

Subordinates
Classified person:cl az assigned

Responsibilities

1. Conducts pre-employment workshops for students who are job ready, including
but not limited to (he preparation of jot applications, proper personal
appearance and manne!, polse, alertness, and appropriate responsiveness
during job interviews.

<. Fhvaluates all programs, zontents and objectives in order to present to students
an a~curate and professiunal veraion of entry level skills obtainable through
RO training program..

jo Cooperates witn tne State representative of tne Department of Bmployment
Developrent regariing Job placement of students, including student referrals
tor placenenti, 1denti!i‘ation of employment needs and identifying occupational
f1eldy which require specialized training.

v« lritiates or prumotes contacts with potential employment sources; provides
informational assistance to employers regarding the training and work
prtential o! students who have completed a ROC/ROP program; corresponds with
prospective erployers by telephone, lctter, and field visitation; coordinates
visitations to t'.e center by representative of business and industry.

Y+ Evaliatec the e”tectiveness of the center's Lraining programs which are
gesaigned to meet the employment damands established by industry.

.« Zonduct. workshops tor vonatinnal/occupational teachers relating to reporting
procedures, chaigine employment trends, and the employment needs of local
businelses and inductries.

[« FRecommerds new areas 0f employment trainin; ard/or revision of existing ROC
training programs.

“e Assists 1n instructional eval mtion and accountability by maintaining a
placement and follow-up syctem to provide an auditable trail of all students
who have compleved training.

9. Coordinates the maintenance and collection of data base materials and the
preparation of computer input sreets ror Regional Occupational Centers or
Programs which are necessary for the required State evaluation of prepmratory
vocationel education programs.

10. Serses as resource person to Dstrict personnel, businesses and industries,

and public agencie: regarding ROC/ROP programs and job placement activities
of the lenter.

1l. Communicates with the counseling staff of the center regarding the various
industrial worker profiles desired by industry. & variow
12, Evaluates the performance of subordinate pessonnel,
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13. During periods of critical personnel shortage or other emsrgency situation,
shall temporarily perform any duties, as directed, within the authorization
of any credentials held by the incumbent which are registered with the Office
of the los Angeles County Superintendent of Schools and which are a part of
the class description requirements in effect at the time such duties are
performed.

14, Performs other duties as assigned.

B, Qualifications

Education
An earned bachelor's degree or a degree of at least equivalent standard from a

recognized college or university or a full-time vocational/industrial/occupational
teaching credential.

rience

At least tnree years of successful full-time service in employment functions
including recruitment, interviewing and Jjob placement, and follow-up or turn-
over studies of employees.

OR

At least three years of successful full-time service as a teacher in a vocational,
industrial or occupetional field including business education.

NOTE: 7or definitions of years of service, see Procedure Guide A60.

Knowledges, skills, abilities,and personal characteristics

1. Knowledge and understanding of State laws and guidelines governing preparstory
vocational education programs.,

2. Unlerstanding of employment placement methods, practices, and hiring procedures.

3. Knowledge and understanding of the Mmstrict's regional sccupational centers

and ROC/ROP programs.

4, Knowledge and understarding o necessary procedures for accurate job Dlacement
and follow-up records of students and the ability to revise procedures as
needed for reporting purposes.

5. Ability tc assess the job market and sugrest new or revise current vocational
proprams based on such assessment; ability to provide guidance and assess
trainee potential for successful employment.

6. Capacity to assume leadership ot in-service educational activities pertaining
to iob placement,

g. Facllity in oral and written expression.

+ Cleanliness and appronriate personal appearance and manner.

9.

Poise, tact, ;20d judguent, and ability to work effectively with students,
comumuru ty persons, and District personnel,

Health

Physical and :ental fitness to engage in teacning cervice as evidenced by a

certificate .rom rmployee tHealth Services of the los Angeles Unified School
District.

Credentials

Required
r‘&ﬁﬁmia ~reJential authorizing full-time teaching service at the secondary/

adult level .ust ie 1in lorce and on file in the Office of the Los Angules County
Superintendent ot 3Schools.

Desiradble
A vallg Galiforni. credential authorizing teaching service in a vocational/industrial/
occupational {ield including business education.

Special requirements

1. A valid California Driver license.
2, A private autamobile.
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Daytime
Job Training and Placement
ENROLL NOW

CENTRAL
SKILLS CENTER

215 South los Angeles Street
Los Angeles, California

625-6741

LOS ANGELES UNIFIED SCHCO! DISTRICT
Division of Career and
Continving Education

MANPOWER PROGRAMS OFFICE
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